
&iJ CodeEnl1Ircemirn1 
Date: 04.2019 

INSPECTIONS BY APPOINTMENT (IBA) 
Process Chart 

From www.meckpermit.com
select internet permit system link

. . 

Sign on to system with user idr ...... __ a_n_d_pa_ss_w_o_rd _______
_ 

....... 
l

J, J, 
Select my permits to
choose permit 

. .

Select schedule inspection
and enter permit number 

....

. .....
. . . . •...... Select inspection by appointment link

.... ......• 

Customer selects
date and time for 
IBA inspection 
from schedule

Inspection is listed on
IBA inspector's 
itinerary

Information Required for an 
Electronic Inspection Request 

- Contact information
..... ) - Task Requirements

- Comments

...................... 1 
! 

Schedule page online is
updated

Coordinator contacts
Field Inspector and 
verifies if the 
inspection is
continuity critical

Computer checks
account funding 

: 

I APPROVED I 

IBA funding approved.
Account billed for 
inspection. 

Inspection is scheduled

Continuity critical 
inspection 

.t •••••••• ,. ... .......... ) Non continuity critical
••" inspection 

............................................ ,
..... 

Coordinator to 
classify job based
on Inspector's 
information 

....

.... ,.. 

Coordinator 
confirms if Field
Inspector has 
open time on 
schedule 

.......... 

Inspector has time slot
open or schedule can 
be shifted to have
inspector perform
ins ction

Does customer
want to cancel
inspection? 

., 

.... � Error message
: 

Customer must
resolve issue to
continue 

IBA INSPECTION IS
PERFORMED

Customer to select link on
website to cancel inspection

Coordinator requests 
alternate time slots from
the Field Inspector and 
contacts the customer 

... 1·················· or download cancellation form

j, 

Customer chooses
to suggest other 
dates or cancel 
inspection request

Customer suggests 
several additional dates
and times 

Coordinator
verifies if 
alternate dates
are acceptable 
with customer 

Customer chooses to
cancel inspection 
request 

' 

Coordinator cancels 
IBA request and issues
100% refund 

Alternate date is acceptable and
coordinator walks customer 
through rest of process 

Coordinator reschedules date 
agreed to by the customer and
Field Inspector 

Customer cancels
request online

Customer faxes or emails
cancellation form to
coordinator 

.

Coordinator receives request
to cancel by email or fax 

Is request 
received 72 hours
in advance of 
inspection? 

90% refund given No refund given

Submit an IBA Request
by logging in to the 

contractor dashboard.

For more information, call 
704-200-4940




